
 
N-FOCUS Reports (InfoView) Tips 
Accessing InfoView Reporting Portal 

1. Open your Web Browser 

2. Type http://nreports in the address field 

 If you are at a DHHS workstation, simply type 

nreports in the address field 

3. Press Enter 

You may need to click the Home button to view the Navigation 

Panel. 

Logon 

If you see a Log On screen, follow these steps: 

1. System = BF200X47 

2. User name = Your LAN ID 

3. Password = Your LAN Password 

4. Authentication = Windows AD 

5. Click Log On 

Navigation Panel 

The display of folders is determined by your security level. This 

portion of the window is 

often referred to as the 

tree list.  

1. Click the plus sign in 
front of the Public 
Folders 

 The selected folder 
is highlighted in 
yellow 

 Additional folders 
within the Public 
Folders display 

2. If a folder contains more 
folders, a list of 
subfolders displays in 
the navigation panel 

 The absence of a 
plus sign indicates 
no additional sub-
folders 

3. Click the desired Folder 
or Sub Folder name. 
Result: A list of reports held within the Folder or Sub-Folder 
will display in the Workspace Panel 

 

InfoView Reports Workspace Panel 

Search Title 

 Select (highlight) the Folder to search – Select Public Folders to search All 

N-FOCUS folders 

 Select the preferred Search from the drop down  

 Enter your search criteria  

o Example: A portion of the report title 

 Press Enter 

Result: The Search Criteria will display in the Navigation Panel and reports that match your criteria will display in the Workspace 

Note: - Clearing the Search title field is tricky. As you use your mouse to highlight, “swish up” at the end or just backspace to clear. 

Actions Menu 

Select a report and click Actions – Selected reports are 

highlighted in Yellow 

 Properties - Click to view additional information about 

the report such as the date created, last modified, last 

run and report Category 

 View Latest Instance - Click to view the most recent 

version of the report 

Note: If View Latest Instance is not displayed and the 

Instances column says 0, there is no report available 

 History - Click to view past reports 

 Description – A description of the report may be 

displayed under the report title. Hover your mouse over the description to view the entire report description. 

http://nreports/


 
 

 
Personalize Preferences 

Changing the Preferences will allow you to have a specific 

Folder or Category displayed automatically when you open 

InfoView. This is beneficial if you only view specific folders on 

a regular basis.  

1. Click the Preferences button  

2. Make the desired changes 

 InfoView Start Page 

o Select Folder or Category radio button 

 Use the Browse button to select the Folder or 

Category 

Note: To make it 

easier to 

locate the 

reports you 

most often 

use, select 

only the 

Folder or 

Category that 

contain those 

reports.  
 

 

Set the number of objects per page 

o Set the maximum number of objects to greater than 

10 to view more than 10 report names per page. The 

maximum number is 100. 

 Document Viewing 

o For optimum viewing, select `in multiple full screen 

browser windows, one window for each document’ 

 
3. Click OK 

 

My Favorites Folder 

Copies of frequently viewed reports can 

be placed in the My Favorites folder. 

1. Select the report 

2. Click Organize>Copy Shortcut 

3. Open the My Favorites folder 

4. Click Organize>Paste Shortcut 

 

 

Crystal Reports Viewer-When Viewing a Report 

The tree list on the left side of the window may be several levels 

deep. The report side will not change as you click the + or – sign, 

you need to click the text in the tree list for the report to change. 

1. Click the + to open the available tree list  

2. Click the corresponding tree list text for the portion of the 

report you wish to view 

 The first instance of the report will display. Use the Search 

and Navigation toolbars to move through the pages of the 

report 

 

Searching for Text within a Crystal Report  

 Enter the search criteria and 

click the Search icon 

 The first occurrence of the criteria will display 

 Click the Search icon to see the next occurrence 

Navigating Through Crystal Reports 

 Click the Right & Left 

arrows to move through 

the report – Or -  

 Type the desired page number of the report and press 

Enter 

Export Crystal Report Data 

Your security level may allow you to export report 

data to different formats. When a report is exported 

to MS Excel, the formatting 

will remain intact however 

the page breaks may not 

remain. 

1. Click the Export button 

2. Select the File Format 

3. Enter the desired page range  

4. Click Export 


